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Add Current Jobs Tile to Home Page 
Add “Current Jobs” tile if not displayed on your “Me”  

Step Action 
 

1 

 
 

From HR Connect Home page -> Me -> click on the + sign 
 

2 

 
 
Make sure the box next to Current Jobs is checked -> Save and Close 



 
3 End of Procedure 

 

Refer a Candidate 
 

Step Action 
 

1 

 
 
From HR Connect Home page -> Me -> Current Jobs 
 

2 

 
 
Search for a specific job posting or click on Magnifying Glass to view all our current job postings 
 



3 

 
 

Click on … right next to the job requisition you would like to refer a candidate to -> Refer a Candidate 
 

4 

 
 
Enter candidate’s email address -> Continue 
 



5 

 
 
Enter candidate’s First Name, Last Name -> Continue 
 

6 

 
 
OPTIONAL, you can attach your referral’s resume -> Submit 
 

7 End of Procedure 



View Referrals 
 

Step Action 
 

1 

 
 
From HR Connect Home page -> Me -> Current Jobs 
 

2 

 
 
Click on Referrals to view all referrals you made 
 

3 End of Procedure 
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